STATE OF CALIFORNIA

REQUEST FOR APPROVAL OF DEPARTMENT, BOARD OR COMMISSION BILLING CODE

RECORDS RETENTION SCHEDULE Health Services GS# 82000

sTD. 72 {REV. 3-84} . | DIVISION, BUREAU OR OTHER UNIT
Legal Services - Toxic Substances Control Division
ADDRESS .

. . . . 400 P Street, &4th Floor, Sacramento, CA 95814
Submit thies copies i e P of  Focious noween ot MUV ScreDULE DATE
e Xecoras Ketention dcheduie, . . H@O — m — Zmﬁﬂj mq w@mm

TO: (1) DEPARTMENT OF GENERAL SERVICES MMmMW%wMM*”mH%“Omﬂm_“M Mﬂ”ﬂ”ﬂ@ SCHEDULE {including addition or deletion of pages), enter the mo_woimnn

OFFICE OF RECORDS MANAGEMENT

ANV nx_m%..\ Mw.q.>.u.m >m~n—vm<mm SCHEDULE ZC_.,a_mmI PAGE NUMBER{S} — SCHEDULE DATE
1020 O Street, Room 130 . _
MQﬂﬂQgﬁﬂwQs n> meu 4 APPROVAL NUMBER APPROVALDATE
445-4293 or ATSS 485-4293 !

PART I—AGENCY STATEMENTS

As the person directly responsible for maintenance of the records listed on the attached schedule, | certify that | have reviewed the
need for the records and that each retention period is necessary and correct as scheduled.

SIGNATURE~~PERSQN D) CTLY RESPONSH FOf T .mumnomnvm TITLE DATE
> e R St i Assistant Chief Counsel March 30, 1988

William F. Soo Hoo

in accordance with Government Code. 14755, approval of the aftached Records Retention Schedule by the Department of
General Services is hereby requested. Retention periods have been established by this agency after a careful evalugation of all the
factors listed in"Section 1667 of the.State Administration Manval. -~ - s Ce

| hereby certify that | am authorized to act for the head of this agency in matters pertaining to the retention and disposal of
records. (Per Section 1611 of the State Administrative Manual.}

SIGNATURE—RECORDS MANAGEMENT COORDINATOR

> A lilir o R 1770V U

TITLE DATE TELEPHOME

Chief,Records Mgt. & Administrative Support Seqt. G- 7-FF 2-6587
PART I—DEPARTMENT OF GENERAL SERVICES APPROVAL (Per Government Code Section 14755) o

Columns 113 and 15 only.

W_vnwz.ﬂ.cwm M % -.N%& APPROVAL ZczmeW| WN\

TITLE DATE

AMA 4-9-84

PART Hi—ARCHIVAL SELECTION (Per Government Code Section 14735}

THE ATTACHED RECORDS RETENTION SCHEDULE:

D Contains no material subject to further review by the California State Archives.

Contains material subject to archival review. ltems stamped “Hold/Nofify Archives” mayi t ¥ 1 o] M
~"be destroyed without clearance by the Secretary of State. (State Administrative Manu sl i el G n
Eexvice Bince 1850 <G

tion 1614}

) o

mﬁzﬁdxﬂx.“ or >»*mm r .

DATE

JuN 2 2 1988




. OFFICE OF LEGAL SERVICES
TOXIC SUBSTANCES CONTROL DIVISION

The Office of Legal Services represents the Toxic Substances
Control Division in the review, preparation and negotiation of
administrative enforcement actions and litigation on behalf of

the Department. The attorneys also appear at administrative

" hearings before boards and commissions, including contract

UHOﬁmmﬁm.HUmwwwmo ﬂﬁmﬁmﬂm Hmmmw.oww:woumOnooamwmxmsQ

sensitive issues and draft and review legislation and proposed

regulations on a variety of enforcement issues.




STAIE OF CALIFQaNIA

RECORDS RETENTION SCHEDULE :

DEPARTMENT {1) ) ) . SCHEDULE NUMBER {2} DATE (3)
$TD. 73 (REV, 5.88) Health Services GS# 82000 160 March 8, 1988
ORGANIZATIONAL UNIT . PAGE OF PAGES
) ) Legal Services-Toxic Substances Control Divl. 1 8
soﬂ ‘ns,ruc"on‘ on reverse ADDRESS {rumbaer, ' - et L7 . DEPARTMENT OF GENERAL SERVICES APPROVAL
H ! : . H NUMBER (5)
and in SAM 1600 00 P Street, 4th Floor, Sacramento
ITEM | CUBIC | CAUFORNIX ¥ ' N PRA
NUMBER | FEET STATE TITLE AND DESCRIPTION OF RECORDS Fl 3 RETENTION {Exompt)
(Vriple-spoce l?:t{:’g:ﬁ.SY {Triple-space batween items) g g DEF;T SRC TOTAL & REMARKS
betwean iteny) OFFICE : ) o tPA
(8} {7} (8} (%} ‘ goan: o (13) (”)f {15) {18} {17}
ADMINISTRATIVE RECORDS . ; Retention criteria
" for all records
listed is the
decision of the
Asst. Chief Counsel,
unless otherwise
noted.
Activity Reports
1. * Rudsiiomg e ANNUAL . P ] 2 2
2. Monthly P t 2 2
3. Weekly P 2 2
4 onferences, Committees Py | 2 2
' aoid/tioly A5h 3 Meetings. (Includes ‘
pgendas and minutes.) ¥ ,
: . | : ' |
Fquipment and Supplies - ; ; %
5. -5 Purchase. Requests Pl HNctive Active Becomes inactive
; +1 +1 after requests f
i : are received. '
| . |
6. | Service Orders , P | Active Active Becomes inactive i
_ ! +1 f+l after requests
j are received. ;
~3r .




STATE OF CALIFORNLA

RECORDS RETENTION SCHEDULE

STD. 7% (REV, 5-85;

See instructions on reverse
and in SAM 14800

DEPARTMENT {1) . SCHEDULE NUMSBER (2} DATE (3}
{ealth Services .GS# 82000 160 March &, 1988
’ PAGE OF ’ PAGES |4)

QRGANIZATIONAL UNIT .

Llegal Services-Toxic Substances Control Div

. 2 8

ADDRESS {rsmber, . 1tradt,

syl

DEPARTMENT OF GENERAL SERVICES APPROVAL
NUMBER (5

100 P Street, 4th Floor, Sacramento
ITEM CUBIC | CALIFORNIA PRA
NUMBER | FEET | BT TITLE AND DESCRIPTION OF RECORDS 2|3 RETENTION {Exempt)
) o : 2l & 2 REMARKS
(Triple-space USE ONLY {Triple-space betwean items) s 5| ormice DEPT SRC 101AL ,
batween ems) ) ' | 1PA
(6} N 8 aoen:, 02 (13 (14 (% {16) aon
Financial f
7. 1.0 Audits 1% 2 2 4
8. BCPs (Budget Change P 2 2 ] 4
Proposals) f
g, Budgets 154 2 2 4
10. Contracts (copies) P | Active Aptive Becomes inactive
(Original contracts +2 +2 when contract
J; maintained in Office of terminates.
Procurements and Contracts i
General Correspondence
1. 1.5 Board of Control P | AMctive] 13|  Aptive| XI | PRA 6254; IPA
Claims 17988.40. H&S Code

G

+15

§25361 reguires cost ;
recovery for site i
cleanup. Estimated

time for this is 10 | .
years based upon ourz
current experience.
Added to this is the
5 year Statute of ‘
Limitations to bring |
action to trial ‘
(Code of Civil::
Procedures 583.310}. | ‘
Becomes inactive } kS
after cases are i -
closed. '




STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

STD. 73 (REV, 5-88)

See instructions on reverse
and in SAM 1400

DEPARTMENT (V)

Health Services:

GS# 82000 |

SCHEDULE NUMBER (2) DATE {3

160

March 8, 1988

ORGANIZATIONAL UNIT

Chntrol Div

OF

. 8

PAGE

PAGES [4)

ADDRESS [Pumber,

Legal Services-Toxic Substances

400 P Street,

Frest, ey}

4th Floor, Sacramento

DEPARTMENT OF GENERAL SERVICES ARPPROVAL
NUMBER (5}

CUBIC

TEM CALIFORNIA : PRA
NUMBER| FEET |  STALE. TITLE AND DESCRIPTION OF RECORDS 3 3 RETENTION {Exompt) REMARKS
m“g’“") USE ONLY (Yriple-space between item} 215 orrice | oeer. sRC | TOTAL 3:}\
 item !
@ | (8) (%) Qo en] 02 (13) 04 (15) {18) (an
general Correspondence (Cont'd)
12. - 125 /oy ssudve 08921 Opinions P | |Perm Perm{ X { Retain for Law
' Library Research.
Opinions could be
used for future
litigation. PRA
6254, TPA1798.40,
13. . Sepasmovy e Litigation Report P 2 2
14. 2.0 ~ Misc. General Corres. P 2 3 5
oty &% cubject Files (Includes
public records requests,
decision memos, etc.) j
15. 3. 5Ud/Neky sty Toxlc Wastes General P C 2 3 5
Subject Files {(Includes 3
Permitting, Site :
Cleanup, Superfund, |
etc.,) !
16. 1.5 Chrons P | 2 2




STATE OF CALFORMIA

RECORDS RETENTION SCHEDULE

SYQ. 73 (REV, 5-85)

See instructions on reverse

ond in SAM 1800

DEPARTMENT (1]

GS# 82000

SCHEDULE NUMBER (2} DATE {3

160 March 8,

1988

fealth Services
ORGANIZATIONAL UNIT :

Legal Services-Toxic Substances Control Div

T PAGE

OF

£ 8

PAGES (&)

ADDRESS

[member,

400 P Street, 4th Floor, Sacramento

shreel, <y}

DEPARTMENT OF GENERAL SERVICES APPROVAL
NUMBER (5}

[TEM | CUBIC | CALIFORNIA . | PRA
NUMBER| FEET A:é::‘;ES TITLE AND DESCRIPTION OF RECORDS 2 3 RETENTION {Exempt) REMARKS
m::g“’:q USE ONLY {Triple-spoce between items) E > orrce | oeer. | sre !] Total -
{6} " (8} \4] oetn] 02 a3 (14 .1 (15 (18) (N
17.  |.12s Legislation and 2 12 X | PRA 6254(L)
ubld/Noiy e Requlations ; j
1
Prganization
18. - 125 pavasouy sy Charts P Active Aptive Becomes inactive
' i | when superseded.
19. Delegation Orders P | Active Active Becomes inactive
rolls Motity ASERIE when superseded.
Personnel
20. .5 Affirmative Action P Aetive Active Becomes inactive
Plans ; when superseded. :
i 3
21, Duty Statements ,PE' Active Active Becomes inactive
5 } when superseded.
22. Employee Records P | Aktive Attivel XI | Becomes inactive
(includes Probs.) ! when employee
5 transfers or termi-~
nates. PRA 6254;
IPA 1798.40.
23. Interview Documents i 2 : 2 X | Govt. Code 12946 for .
(includes score : applications; PRA -
N sheets, applications) 6254; IPA 1798.40.




STATE OF CALFORNIA § '

RECORDS RETENTION SCHEDULE

STD, 73 (HEV, 5-88)}

DEFARTMENT {1) : . ‘: SCHEDULE MUMBER {3} DATYE {3}

Health Services, GS# 82000 | 160 March 8, 1988

CHGANIZATIONAL UNIT v PAGE QF PAGES {4)

; ; Legal ServiceSwToxic Substances Control Diw. 5
See instructions on reverse Abgmss frumber, : reel, ) DEPARTMENT OF GENERAL SERVICES APPROVAL
and in SAM 1600 : i

. . i NUMBER (5)
B00 P street, 4th Floor, Sacramento

RETENTION | | PR
i [Exempt)
&

ITEM CUBIC CAL:FdRNiA

NUMBER| FEEY STATE TITLE AND DESCRIPTION OF RECORDS
{¥riple-spoce QSR: ’g\ﬁi {Triple-spoce between items)
batween items}

{6} ] (8) " {

REMARKS
OFFICE | DEPT. SRC || TOTAL |  jpa

(12) (%) g | oos (16) (7

S Media
Vital

-
e e e e
i
-
—

Perscnnel (Cont'd} ‘ ¢ )

24, Time Sheets P | Active 13 Aetivd XI PRA 6254; IPA

: +2 +15 1798.40. Health &
Safety Code § 25361
reguires cost
recovery for site
cleanup. Estimated
time for this is 10
years based upon our
current experience.
Added to this is the
5 year Statute of
Limitations to bring
action to trial.
(Code of Civil
I _ Procedures 583.310.)
I ' : Becomes inactive

i : after cases are

closed.

25, i) Training P i 2 2 | XI | PRA 6254; IPA
. ' : 1798.40. '

26. .5 Travel Claims ; P | HActive 143  Activeg XI | PRA 6254; IPA

+2 15 1798.40. Health &

: ‘ : Safety Code § 25361
requires cost
recovery for site

- cleanup. Estimated
ﬁ ; time for this is 10

' years based upon our




STATE OF CALFORNIA ' .

RECORDS RETENTION SCHEDULE

DEPARTMENT (1) ] ‘ . . ‘ SCHEDULE NUMBER {2} DATE {3}
STO. 73 (REV. £.88) Health Serv;ces -GS#,SZOOO : : 160 March 8, 1988
ORGANIZATIONAL UNIT PAGE OF i PAGES (4}
, . Legal Serv1ces-Tox1¢ Substances Control Diy. 6 8 '
See msfrcfcﬂons on reverse AOORESS  fromber, ; prioves ey) DEPARTMENT OF GENERAL SERVICES APPROVAI..
and in SAM 1600 100 P Street, 4th Floor, Sacramento NUMBER @&
EM | CUBIC | CALIFGRNIA ! : : FRA
NUMBER| FEET | TR0 TITLE AND DESCRIPTION OF RECORDS . % 3 RETENTION 4‘ (Exemp) REMARKS
S:f::ﬁ::;) USE ONLY (Friple-spoce betwaen items) T | > |'ormce | DEPT. | SRC || TOTAL | ppa _
{6} 1 (8) " goon: 03 {13} (4 1 03 {16) 0n
Travel Claims (Cont'd): ; ‘ current experience.
‘ Added to this is the.
5 year Statute of _
Limitations to bring
action to trial
(Code of Civil
Procedures 583.310}. .
Becomes inactive
after cases are
closed,
27. - Policy and Procedure P | lActive Active Becomes inactive
Manual ; ‘ ; : when superseded.
W
28, 1.0 Remedial Action Orders . Pil |Active 15 Active - | Health & Safety
: : ] +15 Code §25361 reguires
(Final notices sent to it , ' cost recovery for
responsible parties aE ’ ' site cleanup.
under Superfund law,: o ‘ Estimated time for
H&S § 25356, to clean : o this is 10 years
up their sites.) " B o based upon our
; ' ! current experience.
’ Added to this is the
5 year Statute Jf
Limitations to bring
action to trial.
(Code of Civil
Procedure 583.310.) |
Becomes inactive f
after cases are :
closed.




STATE OF CALIFOANIA

RECORDS RETENTION SCHEDULE ‘ = | SCHEDULE NUMBER (2} TATE {3}

BEPARTMENT 1)
$TD. 73 (REV. 588 Health Serv;ces GS# 82000 160 March 8, 1988
CRGANITATIONAL UNIT i PAGE oF PAGES 14)
[egal Services-Toxic Substances Control Div. 7 8
See instrucfions on reverse SOORESS oo, preesty pr BEFARTMENT OF GENERAL SERVICES APPROVAL
and in SAM 1600 hoo P Street, 4th Floor, Sacramento NUMBER & :
ITEM | CUBIC | CALIFORNIA PRA
NUMBER| FEET | |, STATE TITLE AND DESCRIPTION OF RECORDS -g i RETENTION (Exompt) REMARKS
rplopocey | USE ONLY {Triple-ipace betwsen item} £ 5 | orrice | oerr. | sre | TOTAL | pa
(%) 4 (8) ") i‘of (n] 02 {13) (14} (15) (1¢) 07
Records Management é;
29. 1.0 annual Reports (IPA | P | 2 2
and Records Holding) :
30. - 1|
Quarterly Records P P 12
bestruction ‘
31. Records Retention . P Active Activel Becomes inactive
when superseded or
5 years whichever
comes first.
32, Transfer Lists | Pi| Active Active Becomes inactive
] : when records
v | 1 are destroyed.
‘ ' ’ Transfer list
is then attached
I to the appropriate
| records destruction
memo in Item #30.
! i
{




STATE OF CALICRNIA

RECORDS RETENTION SCHEDULE

STD. 73 (REV, E-65)

See instructions on reverse

i

DEPARTMENT (1)

Health Servxces

'GS# 82000

SCHEDULE NUMBER {2} DATE {3}

160 ' ¥arch 8, 1988

DRSANIZIATIONAL UNIT

legal Services~Toxic Substances QOntrol Div

PAGE QF PAGES {4

‘ 8 8

\ ADDRESS {romber, shreed, oy} DEF:‘ARTMENT Of GENERAL SERVICES APPRHOVAL
ond in SAM 1600 400 P Street, 4th Floor, Sacramento rmeER @
ITEM | CUBIC | CALIFORNIA : PRA 1
NUMBER | FEET A:ga"\f!_:s TITLE AND DESCRIPTION OF RECORDS '-j.si B RETENTION (Exempt) REMARKS :
b{:‘::ﬂ::m:) USE ONLY (Triple-spoce between items) 2' ‘5 OFFICE DEPY, SRC TOTAL | :A

(&) N (8) ) o {12) {13 4y 108 {18) {17}
33. | 15 husnousy el Site Specific Case Files [P 0 15 | 15 [X/XA | PRA 6254, IPA {798,40,

PRA 6254,7

Totall Cubic Feet - 29.38

Inactive case files to
be sent to long term
storage.

(Other site specific
files are to be
maintained in Central
Files of the Toxics
Division and included
on their Records
Retention Schedule.)

Health and Safety Code

25361 requires cost

recovery for site clearmp.
Estimated time for this is

10 years based upon our
current experience. Added

to this is the % year

Statute of Limitations to
bring action to trial (Code of
Civil Procedures 583.310 ).




